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1 INTRODUCTION 
 
I have chosen this topic for my bachelor thesis because of the fact 
that details from this area are useful for ordinary life. In my opinion, all of 
us should know the most appropriate way how to write curriculum vitae 
and covering letter because these are important documents for future 
career, which potential employers are asking for when people are 
requiring some positions. Due to the cut-throat competition in the job 
market, candidates are ready to go to any extent to get a job. Sometimes 
applicants even lie in their CVs and covering letters without thinking of the 
consequences. However careful planning and research in this area could 
help people to do the best to increase chances to receive an interesting 
job offer when there are number of opportunities available without having 
to lie.  
The thesis is divided into two main parts – theoretical and practical 
one. The theoretical part consists of description of the job application 
process, explanation of what CVs and covering letters are, when they are 
used and what are their types. There is also information about various 
advices related to this topic and details about the interview.  
The practical part includes many forms of curricula vitae, differences 
among them and examples of CVs. There you can also find particularised 
characterization of the structure of CV and the structure of covering letter 
with all possible parts and illustrations. I also describe variations in 
language of CVs and covering letters from the point of 'selling oneself'. 
The last section of the practical part is called 'Research on the basis of 
questionnaires' where I am comparing answers of respondents according 
to the created questionnaire. 
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For seeking corresponding information, I have studied mainly books 
and manuals connected with this field. Very helpful were books called 
Writing a CV that works by Paul McGee or Oxford handbook of commercial 
correspondence by A. Ashley. I have also used a few web pages where 
exist plenty of practical examples.  
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2 THEORETICAL PART 
 
2.1 Job Application Process 
 
 Seeking the right job 
 
    
               ↓ 
→ 
                  
                                 
 
The whole job application process starts with the idea of an 
unemployed person to be willing to find a convenient job and to begin 
working. It is good to have enough time for preparation. The first step 
before beginning of the research process is to think about and realize 
what position is suitable for the person finding a job and in what sector he 
or she would like to work. The style of living, past experiences, interests 
and qualities could play big role here and could help. 
Now, the applicant has to decide which source he or she prefers to 
use. Naturally, the applicant can utilize more than just one what could 
raise their chances to find several suitable posts. To know the details 
about companies which the applicants are interested in is also crucial.  
The first helpful source is newspapers with plenty of current 
advertisements and news about expanding or newly established 
companies. There is only basic information about jobs or companies, so it 
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is necessary to consult other sources to find out detailed and necessary 
descriptions.  
Seekers of posts may find necessary help in libraries where are 
business directories which contain useful characterization of companies. 
People can also borrow magazines and newspapers full of 
advertisements there.  
The most widespread tool is the internet these days, because 
almost everyone disposes of connection and works with the internet and it 
seems to be really quick. There are options to search on the basis of 
specific criterions such as region, branch etc. and to examine profiles of 
companies on their home web pages, but the main disadvantage is that 
there could be found adverts which are not topical, but it can happen that 
it is not obvious for the first time. 
Using of these three possibilities how to find a job can seem a bit 
time-consuming. Other two kinds of sources can be a bit faster and both 
are about communication between people.  
Agencies and recruitment consultancies help applicants to find 
appropriate jobs for them, but these jobs may not be so lucrative and it 
could happen that these are not satisfying ones because the aim of 
agencies and recruitment consultancies is to fill free posts in companies.  
On the contrary, having right contacts could seem like the best 
alternative because seekers´ friends or friends of their friends may know 
someone from a prospective company personally. Some people feel 
uncomfortable when they ask someone else for a help, they can see this 
request is annoying, but if they try it, they will not lose anything, they can 
only gain.  
Majority of jobs are not advertised, because companies sometimes 
save time and their money, what can be considered as disadvantage, but 
it all depends on the way how people face the process of finding jobs, 
how much time they are capable to provide to get a job, and how curious, 
meticulous and purposeful they are. 
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 Applying for the job 
           ↓ 
         
     ↘          ↓              ↙ 
                                     
 
If the applicants apply for educational stay or exchange program, 
they will probably use different curricula vitae and covering letters, than in 
the situation they want to respond for advertised position or to request for 
unannounced job opportunity. Their curricula vitae and also covering 
letters should be updated because every vacancy demands different 
information about them. It is practicable to utilize on CV just for summer 
jobs for example because there is sufficient for prospective employer to 
know basic information and skills about an applicant.  
After creating and sending of an appropriate CV and covering letter 
(that both should be truthful, accurate for the job and written by the 
applicants themselves), they are waiting for a judgement. Sometimes it 
happens that their CVs are not read at all because they may be too long, 
sent too late or the employer has already found someone for the post.  
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 Last stage of the interview 
 
                
                     ↙                 ↘ 
                                                                               à→
                ↓                                    ↓ 
                          
 
In the case that a potential employer wants to read it and he or she 
is interested in meeting the applicant, because the error-free CV is 
probably well-composed and applicants´ biography made an impression 
on the reader, he or she will be called for the interview.  
If the applicant is not successful, he or she is refused a particular 
post and has to return at the beginning of the whole job application 
process and try his or her luck somewhere else. It is important not to stop 
thinking positively and to still be motivated to continue searching in the 
case of failure because the failure is just the part of job application 
process and applicants should be able to learn from their mistakes and do 
better the next time. 
The interview is the last step, but it does not mean that everything 
is won. Only if the person applying for a job attracts the employer, there is 
a big chance that the person will be hired. 
A good advice in the whole process is to record any information 
during finding a dream job to prevent for example sending of CV twice to 
the same company or missing of a meeting with someone. 
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2.2 Basic information about CVs and Covering Letters 
 
2.2.1 What CV means 
Curriculum vitae is a written document where people highlight their 
skills, achievements and experiences and present themselves in the best 
light to make the reader motivated to meet them. It is a kind of sales 
booklet where is described who an applicant is, what he or she has done 
and what is capable of doing. CVs can be also created like 
advertisements of people´s qualities and abilities what creates an idea 
that people are something similar to products sold in the market. In 
monolingual dictionary [1] CV is described by these words: “Curriculum 
vitae: a document giving details of your qualifications and the jobs you 
have had in the past that you send to someone when you are applying for 
a job. The American word is résumé.”  
 
2.2.2 Why CV is needed 
In the past, economic, social and work situation was different. 
Although people are now more flexible and qualified, they are without 
jobs. Companies hire fewer graduates, and working practises have been 
transforming. There are plenty of self employed people and many more 
women have to work because their financial situation demands to do so. 
As there exist unemployment due to various reasons, new technologies, 
economic crisis and reduction in labour force or increasing competition 
can be also seen as troubles, people need a good CV to present their 
personality like the one that employers are looking for.  
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2.2.3 What Covering Letter is 
Generally, covering letter is a brief written explanation sent with 
some documents, for example to orders, invoices or job applications to 
someone. It is addressed to certain person and it presents the reasons 
why a person is writing and clarifies some issues connected with 
enclosed documents. When talking about job application process, this list 
of paper can be considered as a short introduction to CV where 
applicants have enough space to persuade potential employer how the 
post fits to him or her. In that case, covering letter is usually the response 
to a specific advert of job, but it is not the rule because there exists also 
an unsolicited covering letter. 
 
2.2.4 What Covering Letter is used for 
Covering letters are employed for clarification of sending enclosed 
documents, for underlining that there exist those papers and also for 
reminding important information or just keeping in touch with an 
addressee. Covering letters are proofs of decent behaviour what means 
that if a person does not write a covering letter when he or she wants to 
send some documents it could be regarded as a sign of being 
discourteous. Missing of a covering letter could also cause other 
problems like putting away received documents and possible loss. Main 
purpose of covering letter joined with CV is to attract the reader to be 
willing to examine accompanied curriculum vitae. As covering letter is 
very often read at first, it is a way how to sell oneself by pointing out his or 
her strengths there. It is a useful tool for highlighting interests in the post 
and expanding or emphasizing relevant points from curriculum vitae, 
especially these which could be unclear for the first time or which could 
help to get the job. An applicant has also expedient opportunity to indicate 
his or her ambition to participate at the interview.  
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2.3 CVs and Covering Letters 
 
2.3.1 Types of CVs 
There exist two names for writing someone´s biography, first of them 
is résumé and the next one is called curriculum vitae with abbreviation of 
CV. Nowadays it is a bit relevant to find big differences between them and 
to use only one name in particular case where another one could not 
replace the utilized one. Generally, abbreviation CV is used the most 
when people are talking about résumé and also curriculum vitae although 
it can be confusing.  
On the basis of the internet source [2], one of these types of 
curricula vitae is typical for the USA and Canada and it is résumé and the 
second one is employed in the area of Europe. Both versions are similar 
and serve for the same purpose – to acquire a vacancy, but there exist 
some distinctions between them including format.  
While seeking a position, an applicant should choose type on the 
basis of what country is a company situated in. When it is not clear which 
type is demanded and it is not easy to estimate it, applicants should 
contact the company with the inquiry. However, it is recommended to 
have prepared both models to prevent spending time on transforming one 
to another after being asked to send specific type.  
 
2.3.1.1 American résumé 
American form of CV which is named résumé is a brief summary 
and accenting of applicant´s practical skills and experiences from his or 
her biography only relevant to a demanded vacancy. Résumé could be 
considered as a structured CV. It is a concise document with usual length 
of only one or two pages. This form of CVs is the most required so it is 
used frequently in spite of the fact that in some events it is not called by 
the right name of résumé. 
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 Résumé does not commonly include references, but it may contain 
an objective. This form has to be adjusted to each diverse post, it is not 
transferable. On the basis of the internet source [3] it is given by the law 
in the USA and Canada not to publish information about age, race, 
religion, marital status or children because it could lead to discrimination 
of applicants, but in other countries it is not unusual to see CVs with these 
details. However this information is more utilized in longer types of British 
CVs. (See Appendix 1.) 
 
 
2.3.1.2 British curriculum vitae 
According to the web page [4] British curriculum vitae could be 
seen as a version of curriculum vitae applied mostly in Europe which is 
more thorough and which covers plenty of personal information about 
education, hobbies, awards or other abilities that are not urgently required 
for a post. This type can be formed of two or more pages what depends 
on the biography of an applicant. British type of CV is generally seemed 
to be possibly utilized for more numbers of vacancies than a résumé is. 
In the book by Tošovská she writes about British type as about 
detailed list of every data about an applicant which is from two to six 
pages long and is focused mainly for academic activity, research 
institution or when the applicant is applying for the post of professor or for 
studying at foreign university.  
It is similar to résumé, but longer and full of information. For 
example putting a photo into document is a habit in. (See Appendix 2.) 
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2.3.2 Types of Covering Letters 
Both types of covering letters have nearly the same content 
because they serve the same objective. Differences are in the 
composition and visual effect. Some sections are in diverse order and 
there exist features that are peculiar for American model and that will not 
be found in British type. In the book by Besson, covering letters are 
divided into indented ones and block ones. These distinctions concern 
mainly types of formats. 
 
2.3.2.1 American model 
Type of American covering letter is characterised by several 
indented paragraphs on the right side of the letter. It treats sender´s 
address, date, complimentary close and signature. The main body of the 
letter starts one line below the salutation. (See Appendix 3.) 
 
2.3.2.2 British model 
British model of covering letter is composed in the way that every 
paragraph or information starts on the left side of paper including 
addresses, date and even signature. There are two lines left beneath the 
attention line before starting writing. (See Appendix 4.) 
 
 
2.4 Advices for writing CVs 
 
The length of CV depends on the chosen type and on the layout, 
but it should not exceed two pages (if the applicant does not intend to 
compose detailed type of British curriculum vitae) and it should look good, 
professional and be clear and easy to read, it could be helpful to use 
headings, bold lettering or bullet points for this effect. It may be 
appreciated when CV includes some original features. 
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Important characteristics of a good CV are: 
 To invest in high-quality white paper of format A4, laser printer and 
strong big envelope is worth it.  
 CV is now mainly typewritten and the most frequent style of writing 
is Times New Roman or Arial and the right margin is not levelled. 
 It is not appropriate to use blocked style for writing CVs. 
 It is necessary to be attentive to spelling and do not use the jargon.  
 Curriculum vitae should contain all points of structure mentioned 
bellow in the structure of CV and should be positive what can be 
emphasized by using action words. (See Appendix 5.) 
 The most important statements should be visible.   
 Thinking about which type of CV is right to choose and what to 
include into the content of CV can be worth it because each post 
requires different CV and it should be updated because it is a 
dynamic document. 
 To be honest is substantial because when telling lies or 
exaggerating it could be discovered during the interview. It is right 
to be neither unpretentious nor haughty - self-confidence is good 
quality and should be visible. 
 Helpful thing could be to ask someone who is close for example a 
friend or a member of family to look at composed CV, especially at 
profile or description of skills and to criticize these parts or add 
something because it can happen that they know the applicant 
better than he or she know himself/herself.  
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2.5 Advices for writing Covering Letters 
 
 It may seem that the applicant is more capable to write good 
covering letter than good CV because composing CV demands plenty of 
time, ability to add right information etc. However, many people have 
problems with creating covering letters because they do not know how it 
looks like or they are not able to highlight proper details to sell 
themselves.  
 
The main features of a good covering letter are: 
 It is personal choice if an applicant sends handwritten or 
typewritten covering letter. Typewritten ones are generally easier to 
read and are being used more often.  
 The letter should be brief, formal, convincing and professional in 
appearance.  
 The most appropriate length of covering letter is one page with two 
paragraphs of the text, but it depends on the position required and 
the biography of the applicant. 
 It should be addressed to the right person whose name is 
mentioned in the salutation if it is known.   
 If using the blocked style, it is necessary to leave a line between 
paragraphs as it is not characteristic for the left style where it is 
sufficient to indent paragraphs.  
 When choosing open style, punctuation in the salutation´s and 
complementary close´s part is left.  
 First letter of a word after the salutation is always capital letter.  
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2.6 Interview 
 
The interview is first face to face communication between an 
applicant who is here called 'the interviewee' and a company from which 
a representative called 'the interviewer' is participated. People write CVs 
for getting the interview. The interview is the last step where an applicant 
must prove that he or she is the right person for the job which he or she is 
running for. Achievement of this step could be considered as a kind of 
victory because an applicant interviewed is really close to getting the job, 
but everything depends only on himself/herself.  
It is nothing easy to succeed in this part and applicants should 
observe some important rules to be the best. To have enough time before 
the interview is principal component of right preparation. They must be 
prepared mentally, be positive and smile, have some things with them as 
is pen and paper or CV for all cases. Vital thing to do is to read CV before 
participating at the interview because there is plenty of information which 
can create main points of the interview. Although someone may not take 
it serious, the first impression is the most crucial factor that influences 
decision about applicant´s future. They should pay attention to clothing 
and do not wear scruffy or untidy clothes, it is better for them to be 
dressed in something they feel comfortable in and what is chic and 
fashionable at the same time. Women should not put a lot of make-up, it 
is essential to look and act naturally as in the case of visage as in the 
case of behaviour.  
Now it is also apt not to tell lies what is same as in the CV and not 
to exaggerate because it could be discovered later during working or the 
interviewer who is not someone stupid could be well-informed about 
everything and could guess the truth. On the other hand be able to 
emphasize positive things about himself/herself could be beneficial for the 
applicant because it shows his or her self-confidence.  
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Next important element of the interview is the body language what 
could tell many things about the applicant, especially about his or her 
personality, communication skills, his or her upbringing, the ability to cope 
with stressful situations, the amount of his or her exhibitionism and the 
answer to the question about if he or she is extrovert or introvert. It is not 
appropriate to play with the hair, applicants should use the literary 
language and answer fluently and quickly without needless breaks. 
Keeping eye contact during the interview looks like the applicant is not 
worried and is able to communicate on good level. Basic necessity is to 
switch off the mobile phone and to come on time to the interview what 
means to have a time reserve and go earlier than the way lasts because 
there could happen some difficulties on the road, for example traffic jam. 
 What is really needed is to be psychically prepared for questions 
that are not in all cases agreeable and where could be intentionally 
hidden some senses not apparent for the first time. Applicants should be 
concentrated to listening and clarify anything that is necessary. These 
questions are aimed on gaining as much details about the interviewee as 
possible, to find out if he or she fits to the job, how much he or she is able 
to work for, why want to work for that company.  
Usually the company is willing to know how the applicant is able to 
fulfil what they demand. It means how he or she seems to be capable to 
adapt to the new environment and to the work. The interviewer is often 
interested in what are applicant´s long term intentions, what he or she 
plans for the future and what are his or her career and individual goals. 
Here it is essential to know what the interviewer needs to hear and say 
that. The applicant should also have some questions made for example 
those that highlight his or her interest in that company and the fact that he 
or she is well-informed and is not able to be outflanked. A kind of 
enthusiasm and motivation is expected by the interviewer and as in CV or 
covering letter it is better to give just positive information. 
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3 PRACTICAL PART  
Using of sales-oriented language in CVs and covering letters can 
be noticed only if people focus on it in detail or if they compare one 
sample of CV or covering letter with another one. Applicants work with 
various expressions depending on which type or form of documents they 
choose.  
 
3.1 Forms of CVs with the examples 
 
It is important to create specific CV for each vacancy that 
applicants want to apply for. It is essential to point out qualities which are 
required for the post. Applicants should choose type of their CVs on the 
basis of the number of their work experiences and successes. Language 
used in CVs and covering letters differs according to the writer´s 
knowledge and practice in composing these documents and the form of 
CV. The age of an unemployed person will probably also play a certain 
role - it signifies that other form of curricula vitae will fit to a graduate than 
to an experienced person. Type of narrative CV which consists of 
biography descriptions in full sentences is unusual these days.  
 
 
3.1.1 Principal forms of CVs  
 
3.1.1.1 Chronological 
This type emphasizes progress and growth of applicant´s career 
history. It is recommended for an applicant who has experienced 
impressive job titles, has worked for well-known companies and who does 
not want to change the field of work.  
Career history is presented here chronologically - the most recent 
job is written at first. 
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Sample 1 and 2 - Example of chronological type of CV and 
description with comparison: 
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Contact details are formed as a letterhead in every of following 
types of CVs. The most modifying parts are the profile and career. In the 
profile there is information about Paul´s profession with main skills and 
qualities that could be probably relevant to the demanding job. Career 
history is written in the least details or it looks like it is, there are 
descriptions of each position – what he did and achieved, what was his 
role and duties in particular company. He does not emphasize any special 
skills, but he shows them via characterizations of working responsibilities. 
Career progress is evident in this type of CV.  
He mentions just basic information about his education, it means 
where he has studied and this part also looks that he has been ambitious 
because he includes levels achieved during studying what proves how 
successful he has been too. From the part called 'Training' it is noticeable 
that he has had plenty of opportunities to personal and career growth. 
Membership of Professional Bodies indicates how hardworking he is and 
it can be considered as the fact that work is his hobby. Personal details 
what includes the status and the date of birth is a sign of that he is an 
experienced person. Pointing out the date of birth may cause problems 
when the employer is looking for younger or on the other hand in some 
cases older people. But it is apparent from his education or career history 
that he is not applying for a job for the first time. Section with interests 
could mean that he has rich cultural and energetic life. It is a typical kind 
of CV for an experienced person that can be used for more than one 
vacancy. 
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3.1.1.2 Functional 
Functional CV stresses applicant´s main skills and strengths. 
It is typical form when an applicant has passed through a number of 
unimportant posts or when he or she intends to convert into job market 
after a break or for the first time.  
This style is more flexible, it can be used for several positions. 
 
 
In the profile of this functional type of CV below there is not stated 
the exact position, there is only described the area of working and his 
qualities. The stress is put on the most important section of this type 
which is 'Key skills' and achievements that are targeted mainly at qualities 
and are employed to the career history which supports them and where 
he describes responsibilities at work without names of jobs and not in 
chronological order according to jobs, but according to relevant sections 
of essential skills. 
The career history is here delineated briefly, only with dates and 
names of company. This type seems to be the most selling one because 
of stressing first-rate skills and praising. 
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Sample 3 and 4 - Example of functional type of CV and description 
with comparison: 
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3.1.1.3 Targeted 
Targeted form is a combination of functional and chronological 
styles. 
This one also emphasizes applicant´s achievements and skills, but 
it is not as adaptable as functional CV. 
An applicant chooses this type when he or she aims for one definite 
job, when he or she responds to a specific advertisement. 
 
 
In samples 5 and 6 the profile is composed to fit the most to the post 
advertised. Section called 'Achievements' emphasizes his work with 
people, coping with the others and ability for training what again highlight 
that he could be apt. His career progression really seems to be increasing 
and improving full of more and more responsibilities with the mix of 
pointing out skills and also experiences. He looks being successful and 
willing to get better. This type maybe looks the most ambitious and it is 
written to fit to the post.  
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Sample 5 and 6 - Example of targeted CV and description with 
comparison: 
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26 
 
3.1.1.4 Special forms of CVs    
 
3.1.1.4.1 Academic curriculum vitae 
This style of CV is detailed biography which describes and stresses 
applicant´s academic career and successes.  
 
3.1.1.4.2 International curriculum vitae 
This form is intended for global job market. It consists of from two 
up to four pages of elaborate biography and it is often utilized by a top 
manager. 
 
3.1.1.4.3 Application form 
Application form is a kind of resume which consists of several 
papers full of questions referring to information from spheres like 
education, languages, special skills, hobbies, etc. which are prepared by 
a company for possible employees. It could be easier and certainly not so 
much time wasting as writing CV or résumé and employers also do not 
have to read through numbers of documents with different lengths, 
layouts or details and they just check information which seems to be 
substantial for them and compare applicants´ achievements easily. On 
the contrary, there is not enough scope for applicants to express creativity 
or underline their special qualities because they have to keep to the 
structure of the fixed application form. 
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Sample 7  
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3.2 Structure of CV 
 
There exist several main parts of CV, their appellation can be modified 
and their placement in the document depends on which form of CV an 
applicant wants to use and how creative he or she is. Application of parts 
also differs under if it is a structure of American résumé or British model 
of curriculum vitae. Each part should be updated and clear, it is not apt to 
mention for example email address that does not sound professionally.  
All information should be supported by real evidences from the past. 
Applicants could present themselves a little differently: it is possible to 
look older or younger if they for example do not mention their age or date 
of graduation at schools, they could also hide some gaps in career by 
omitting to write names of the months, but it is not recommended to 
faking up. What candidates emphasize and which formulation they apply 
is important in creating the right impression. If some details are not 
positive, it is better not to include them into CV.  
 
 Personal details/Contact information 
In ordinary CV, applicant´s name, physical address, telephone 
number or email address belong to the basic ones. Particularities like 
date of birth, age, marital status, nationality, state of health, number of 
potential children are not necessary to be included and when talking 
about résumé - they are even banned to be put in. (see 2.3.1.1) It is 
inappropriate to add details about race or denomination in any event. 
When writing American type called résumé, personal details are 
situated in the heading of the document. To compose this information 
differently from the rest of CV can be considered advantageous 
because it would appear consistent. 
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 Objective 
Objective is a declaration of a name of positions that was published 
somewhere. Adding this part into CV can help an employer to be well 
informed about position an applicant is interested in, but using of it is 
just voluntary. “In this case be careful, though, that your objective is 
not so targeted as to eliminate you from consideration for other 
opportunities you may not have imagined.” [5] 
 
 Profile/ Key skills and achievements/Summary 
This part of CV is the fundamental one. Here is a space for an 
applicant to impress. It should be a brief summary of applicant´s 
personality, skills and ambitions which should inspire the reader to 
know more information about an applicant. In spite of the fact that it 
could be difficult to stress positive skills and qualities, this part is 
almost the most important. It is right place where candidates can try to 
sell themselves, to prove their exceptionality because one is reminded 
of a very famous English quote 'first impression is the last impression'. 
It is not apt to omit profile because people who decide about the future 
of an unemployed person nearly always start to read this part, but it 
sometimes happens that writers of CVs do not focus on description of 
their key skills and concentrate more energy on creating other parts in 
better way.  
 
 Education/Qualifications 
This is a list of passed education and gained qualifications where 
should be at first pointed out the most advanced one. Information as is 
name and place (eventually country) of institution, achieved degree 
and date of graduation has to be written here. It is not essential to 
mention subjects or grades - that can be beneficial only if it is relevant 
to the position. In the case when anything what is not basic, but what 
could help and is connected with educational period for example 
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gaining of any certificate or making any thesis, it may be convenient to 
divide it into this section. This section should be situated above work 
experiences in the case that the applicant has graduated newly or 
when his or her university is for example one of the prestigious. 
 
 Training 
To emphasize steps of training is also profitable only if it is 
connected with relevant job then an applicant should not leave it out. If 
a candidate acquired any skills thanks to training, it would be better to 
point out mainly the qualities and add only basic information about 
training.  
  
 Career history/progression/summary/Work experience 
This part describes what an applicant has done and where, what he 
or she achieved by doing those jobs, how long did he or she operated 
those positions. It is extremely helpful to write anything about why the 
applicant would be beneficial for a company in this section. This 
specific summary starts with the most recent posts as when writing 
about education. Here could be involved also information about any 
voluntary work or internship if it could aid. Arrangement is similar as in 
the section titled 'Education'. “Each point in your experience 
description should begin with an action verb (using past tense for 
previous experience and present tense for current experience) to 
make a vivid and powerful impression of you as a productive 
contributor - avoid personal pronouns altogether.” [6] 
 
 Hobbies and interests/ Additional information 
When other important skills such as for example language or 
computer skills or some qualities which were gained owing to some 
hobbies or interests, it can be appreciated to include that in CV if it 
could be helpful at obtaining new job. 
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 References 
Section called 'References' is a part of CV with a list of people who 
are able to give references about the applicant to prospective 
employer and who have agreed to do so if necessary. It is optional and 
there could be stated 'references available upon requests' or 
something similar if an applicant does not want to mention specific 
names. On the basis of some sources, references are unusual part in 
the résumé. 
 
 
3.3 Structure of Covering Letter 
 
Covering letters are divided into two types, the American style or the 
British style and structure of both differ a little. Actually, purpose is the 
same and also body of the letter, but some parts are in reverse order, 
some details can be skipped or other sections could be written differently. 
Covering letters are documents where applicants have many possibilities 
how to convince prospective employer that hiring them would be 
advantageous for a company. As in CV, there are also only some parts in 
covering letters where applicants can stress relevant information about 
themselves. 
 
 Sender´s/applicant´s address 
In the case of British model, the address is located in the top left-
hand corner. On the other hand when considering American type, it is 
more common to place an address on the right. Sender´s name is not 
essential to include in this part of letter because it is obvious who is 
writing owing of the signature in the end. Addresses generally contain 
name of the street at first followed by the number, post code number 
on the second line and city´s name on the last. Sometimes on the 
fourth line there could be written name of the country, but it is typical 
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for letters that are sent abroad. This section can be also called 
heading and can be placed at the top in the middle of the paper what 
is an elegant solution. 
 
 Date 
The date is the actual date when the letter is written. Its position 
again depends on the type of covering letter, but the date is always 
located under the sender´s address what means on the same side. 
There should be given special attention when writing the date to 
support applicant´s knowledge and awareness. “The month in the date 
should not be written in figures as this can be confusing; for example 
11.3.03 means 11 March 2003 in British English, where the sequence 
is day-month-year, but 3 November 2003 in American English, where 
the sequence is month-day-year.” [7] 
 
 Inside/recipient´s address 
This address is always placed on the left side of the page. It starts 
with recipient´s name or an abbreviation of that name and his or her 
surname and courtesy title which comes before the name and which is 
important to be written according to real conditions as stated below to 
prevent any insults.  
 
Sample 8 
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The name is followed by receiver´s role in the company what 
means by the name of his or her post what could often be Recruitment 
Manager in the situation of sending covering letter with CV. On the 
next line there will be the name of company where the receiver works 
and then the address of that company.  
 
 Objective/subject title 
This is a section where an applicant points out the reason why he 
or she is writing. Usually it is the name of position he or she is applying 
for, so it can look like: “Application for the position of Public Relations 
Assistant as advertised on The New York Times on November 10” [8] 
In the case of common letter which is not a covering letter, it is 
possible to emphasize a page with other words that point out the main 
idea of the letter. “Subject line – Phrase indicating what a piece of 
correspondence is about, e.g. “CDs damaged in post.” [9] There is 
difference in placement of subject line between American and British 
styles. In the American covering letter this line is placed under the 
inside address, on the contrary, in the event of the British model this 
notice takes place below salutation.  
 
 Attention line 
Attention line serves for stressing little different things than appear in 
the section 'Subject title'. In this part it may be for example the post of 
the recipient when a writer does not know his or her name to add it 
into address or it may be the notification about the confidentiality. It is 
not typical to write both the attention line and also objective into only 
one letter.  
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 Salutation 
The salutation begins with the word 'Dear' all the time and then if 
the writer knows the name and surname of the receiver, they are 
added. When these particularities are unknown for the applicant, they 
record expressions according to the table which is situated in the 
section above called Inside/recipient´s address. 
 
 Body of the letter  
There is distinction in content between unsolicited letter and 
solicited one. Three main parts are used in both versions what means 
the opening, the principal part and the closing.  
The opening is a part where an applicant explains concisely the 
reason why he or she is writing. It is a place where he or she can 
thank a company in the case when they are not in contact for the first 
time and a company for example has send an application form to the 
applicant before. In the case of covering letter, the opening is the first 
place where a candidate can write some 'sales expressions' about 
himself or herself when he or she explains interest in the position, but 
selling oneself is the most typical for the next section of covering letter.  
The main part of the body of the letter is generally a unit where 
should be mentioned points which are not clear from the CV or which 
an applicant wants to stress because they show that he or she is 
convenient to the post. Here should be explained reasons for applying 
for that position with emphasizing specific skills that may be valuable. 
If a person applying for a job has been unemployed for some time, this 
part of covering letter is the best one where he or she can stress the 
activity and the effort expended in that period. It is not extraordinary to 
point out some foregoing experiences.  
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The closing is right place to remark wish to discuss some points at 
possible interview or to highlight the eventuality to keep in touch as by 
this phrase: “Please let me know if there are any other details you 
need. Meanwhile, I look forward to hearing from you." [10]  
Here could also be written figures from what time an applicant will 
be prepared to start working, but this information is not too important 
because it could be solved at potential interview. 
 
 Complimentary close 
In commercial correspondence there are two adequate types of 
complimentary close that hinge on the form of salutation chosen at the 
beginning of a letter – 'yours faithfully' and 'yours sincerely'. “If the 
letter begins Dear Sir, Dear Sirs, Dear Madam, or Dear Sir or Madam, 
the COMPLIMENTARY CLOSE should be Yours faithfully.” [11] On 
the contrary, when salutation contains a personal name, the 
complimentary close sounds 'Yours sincerely'. As every part in the 
British style of covering letter, complimentary close is also situated on 
the left side of the paper. In the American covering letters, it is 
intended on the right at the same position like sender´s address or the 
date is. “Note that Americans tend to close even formal letters with 
Yours truly or Truly yours, which is unusual in the UK in commercial 
correspondence.” [12] In my researches, I have also noticed ending 
with just 'Sincerely' in the American style.  
 
 Signature 
Signature is almost the last section of a covering letter. As many 
parts in English model, this part is also put on the left side of the page. 
On the contrary it is situated on the right in American type, but 
signature is always right below the complimentary close. This unit is 
composed of two lines, one with handwritten signature while the 
second one serves to the whole name and surname printed under the 
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signature to be specified who is writing because sometimes it can 
happen that signature is not readable.  
 
 Enclosures 
It is useful to mention in the letter that there are some documents 
enclosed to that letter. A characteristic place for making this remark is 
the left corner of the letter below the signature where can be marked 
'Enc.' or 'Encl.' with the number of documents or copies which are 
attached.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
37 
 
3.4 Comparison of CVs and Covering Letters' language 
 
When people write curricula vitae and covering letters, they behave 
more or less like they and their lives are products at the market because 
there can be hundreds of other applicants interested in the same post and 
all of them try or should try to act as the most perfect ones. It can only 
help them to sell themselves by stressing some skills or achieved 
qualities that are relevant to the vacancy. As mentioned below in the 
comparison of British and American curricula vitae and covering letters, it 
is obvious that there exist some differences between British and 
American types when talking about selling oneself.  
 
 When applicants omit to use pronouns for the first person of 
singular in their CVs, it seems to be more understandable, active and 
briefer. They do not emphasize that they are the actors of any activities, 
but it is still clear that they are. They often write power verbs instead. Not 
using of 'I' or 'me' in CVs creates the impression of professionalism. 
There is enough space to use these pronouns in covering letters. Mainly 
in covering letters, people have opportunity to convince company, they 
are interested in, about their exceptionality by nearly forcing their opinion 
on the employer. Applicants should create impression that they are 
extraordinary in some way what means to look like disappearing 
necessary product at the market that everyone would like to own.  
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British types of curricula vitae 
Sample 9 
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Sample 10  
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This is a sample of British CV where an applicant emphasizes what 
he has achieved and what are his assets only on substantiated facts. It is 
visible that there is the progress in his career life and that he seems to be 
ambitious, but he only shows it by numbers of jobs and certificates or 
degrees. There is no word about his qualities or abilities what potential 
employer has to think through according to the information mentioned in 
parts called 'Academic background' or 'Education experience'.  
 
Another example of British type shows more points that can be 
considered like selling ones. There is 'Profile' full of positive language and 
words like: “highly motivated, good knowledge, excellent, first-class”. In a 
part called 'Major achievements', she uses expressions: “successfully 
promoted, earned promotion or managed tour”, what are power verbs that 
create active impression and that are utilised instead of pronouns 'I' or 
'me'. Her passion for music and connection with this field is clear from 
every part of her CV what may look like she is enthusiastic about this 
area and it could help her in gaining the vacancy. When she writes about 
her BA degree, she does not only describe what subjects she studied, but 
she stresses what it brought to her, which abilities she has now thanks to 
education. Characterization of her other studies and qualifications are 
briefer, but grades show that she was a great student. This sample of 
British CV is much more focused on creating the impression that the 
applicant is the right person for a job and that she knows about her 
qualities than in the case of first CV used in this comparative part. 
 
 These chosen types of CVs have diverse layout. The second one 
looks more well arranged, according to my opinion. However, both 
applicants use clear titles for each part and help themselves by 
underlining or bullets.  
 
 
41 
 
American types of curricula vitae  
Sample 11 
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Sample 12 
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 First résumé of Donna Neiman contains many examples of positive 
language and power verbs. In a part called 'Qualifications', she uses 
expressions like “Results-oriented Fashion Industry Professional, proven 
leadership capabilities, international fashion experience” that seem that 
she knows about her skills. She does not utilize pronouns that are typical 
for the first person of singular in sentences. She emphasizes her key role, 
main activities and contribution to particular company, where she worked, 
by using power verbs and after every past job, she points out separate 
chapter called 'Accomplishments' where she stresses relevant skills. All 
what she did and achieved that she describes in her CV is like selling 
herself because she shows what she is capable of doing and why she 
could be beneficial for the company she is interested in.  
 
 Richard Vassor also uses power verbs and tries to look positive 
when he writes: “dynamic and results-oriented with successful track 
record, special abilities in...” When talking about education, he only writes 
the name, place and degree of his studies. What is more important in his 
CV is a part dedicated to his last job. He divides this information in two 
parts, one is focused on career accomplishments what shows his skills 
and the fact that he is well-experienced and second part that is called 
'Professional experience' describes his duties in the company and from 
this section it is also evident what are his qualities.  
 
 Generally, British CVs do not point out relevant skills demanded for 
the vacancies so much, they describe applicants' important turning points, 
but more likely do not apply qualities to particular job, so they do not sell 
the applicants. On the other hand, résumés are often full of power verbs 
and positive language and people composing résumés do not point out all 
interesting and special information from their lives.  
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Covering Letters 
 American type of Covering Letter 
Sample 13 
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 British type of Covering Letter  
Sample 14 
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 In American type of covering letter, after references to the 
advertised position, Elaine Cameron briefly mentions the fact that she is 
perfect for the post and could be helpful for the company thanks to her 
experiences in similar field. Then, she emphasizes some skills that can 
be found also in CV. By the sentence: “A key talent I can bring to your 
organizations includes...” and “...that would contribute to your 
organization´s goals and objectives.” she stresses why she would be 
beneficial for the company and that she is the right person. Expression: 
“My reputation precedes me...” shows that she is self-assured and she 
thinks that she could be required by many employers. Elaine knows how 
to sell her qualities by pointing out right experiences, abilities and 
connection between these details and the vacancy.  
 
 In the second British type, the applicant writes that she is very 
impressed by offered job, so she gives reason why she chose that post. 
Jarmila thinks that she may be the right person and she shows motivation 
by the sentence: “I have come to identify myself closely with your work.” 
However, she does not stress in what way she could be beneficial what 
means that she does not sell her experiences to get the job as Elaine in 
the first covering letter. She points out her qualifications in specific area 
connected with the vacancy and tries to describe that she is perfect by 
these words: “I am confident that I have the required qualifications to be 
able to..,” but this phrase does not seem too convincing. She should 
seem more self-confident. 
 
 Comparing American and British covering letters, it is apparent that 
generally Americans use selling language more than British do.  
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3.5 Research on the basis of questionnaires 
 
To gain different view on the whole topic and have possibility to 
compare with other opinions, I made up the questionnaire (See Appendix 
6.) and sent it to some of my friends, all of them have been students. 
Intentionally, I focused on sending them to people who were not studying 
identical branches at the same university because I have supposed their 
points of views could differ depending on the type of their education and it 
was right expectation.  
Twenty-five of questionnaires returned to me and they were 
answered. In the sections below I compare them according to various 
aspects as descriptions of every question and answer, same as simple 
chart of each part of the questionnaire. I am also adding my personal 
reflections. 
 
 
 First question 
The first question in the questionnaire was 'Do you know any 
differences between résumé and CV?'. I have included this one there 
because in my opinion, people are not too much informed about what are 
variations between these two names and on the basis of my bachelor 
thesis, it is a bit difficult to explain them even if we know what they are. 
Surprising for me was that only seven people were right and their 
answers were like following: “The meaning is the same but résumé is 
used in American English and CV is used in British English.” or “CV 
contains also additional information about one‟s education and skills”. 
There were two people who explained differences in quite right way, but 
they concentrated on the meaning of résumé like a summary of 
something for example some articles. Sixteen other ones answered that 
they did not know.  
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QUESTION ANSWERS NUMBERS OF 
PEOPLE 
Do you know any 
differences between 
résumé and CV? 
I do not want to 
answer. 
2 
No. 16 
Yes. 7 
 
Before composing my thesis, I dare to say that I could explain main 
difference of this question. Maybe it would not be detailed descriptions. 
Now things have changed and it should not be a problem any more.  
 
 Second question 
The second information I have asked for was called 'What is 
covering letter and when is it used?'. Seven of my friends responded by 'I 
do not know'. One did not want to answer. Seventeen respondents 
claimed they knew right reply and tried to explain it. “CV is accompanied 
by the covering letter, it is written in sentences (CV is often structured). 
We try to persuade the future employer to choose us as the best 
candidate.” was one of the answers which could correspond with reality. 
Example as: “Covering letter has a form of letter but it could be also an 
email. It is used to present yourself, where you found the advertisement, 
why you are interested in this vacancy, why you think you´re suitable for 
this position.” also seems that the writer knows something more about the 
problem. Generally, it looks like people have greater knowledge of what 
covering letter means than of different types of CVs. It is interesting that 
also students who have never had experience with subjects concerning 
correspondence were able to explain this part of the questionnaire.  
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QUESTION ANSWERS NUMBERS OF 
PEOPLE 
What is covering 
letter and when is it 
used? 
 
I do not want to 
answer. 
1 
I do not know. 7 
Explanation. 17 
 
Thanks to subject called English correspondence, I have been able 
to understand the meaning of covering letter and I have known that there 
exist various types of them and that they could be used in different 
situations, but have always the similar purposes. 
 
 Third question 
The version of third question 'Have you ever needed curriculum 
vitae in English?' should be easy for everyone. Nine respondents have 
never needed curriculum vitae in English. Sixteen left have had 
experience with this situation. Some of them have had to create CV in 
English because their teachers and professors demanded it as 
homework. The others wrote CVs because of a job or for foreign study 
stay called Erasmus. 
 
QUESTION ANSWERS NUMBERS OF 
PEOPLE 
Have you ever 
needed curriculum 
vitae in English? 
 
I do not want to 
answer. 
0 
No. 9 
Yes. 16 
 
 
 
50 
 
Me, personally, I needed CV in English also only as homework 
because I have never been asked by an employer to use English version 
of CV, but I can imagine writing it especially after having studied this field 
for my thesis what really could be helpful in this situation and I suppose 
that I certainly will need it in the future.  
 
 Fourth question 
Then I appealed to respondents for explanation of what should 
curriculum vitae contains. Their answers varied only a little, sometimes 
they maybe could not remember all parts so they forgot to write some 
headings, but all of them had answered. Nobody has remembered 
references or objective. Some students included birthday, age and photo, 
what are not necessary parts of CV. Some of them were able to name 
section by the right expressions like for example 'Personal details' or 
'Other skills'. 
 
QUESTION ANSWERS NUMBERS OF 
PEOPLE 
What should 
curriculum vitae 
contain according to 
your opinion? 
I do not know. 0 
I do not want to 
answer. 
0 
Explanation 25 
 
It is generally known what CV should contain, I think. However 
there are some details that people may not master, for example some 
sections that should be omitted or some other ones that people would not 
include. It was also my case, in the past.  
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 Fifth question 
The most often reply for the question 'Can you imagine telling lies 
in CV or covering letter?' was negative. Only one person did not want to 
answer this question. Reasons for 'No' answers were clear, for example: 
“Be honest is the best way how to find a job. In practice they will always 
discover the truth.” Three respondents remarked that applicants applying 
for vacancies can only highlight some information, but not tell lies.  
 
QUESTION ANSWERS NUMBERS OF 
PEOPLE 
Can you imagine 
telling lies in CV or 
covering letter? 
 
I do not know. 0 
I do not want to 
answer. 
1 
Yes. 0 
No. 24 
 
I totally agree with them because telling lies does not pay in any 
cases, even in the situation when we are applying for a job. I have met 
some people who did it and some of them have had a real big luck and 
their employers did not detect their lies or they did not solve it. On the 
other hand, I would be really afraid of discovering because I think they 
would notice it during the interview for example.  
 
 Sixth question 
Question called ' Do people sell themselves in CVs and covering 
letters? Is it right?' was one of the most interesting for me because I was 
curious about my friends´ opinions. Unexpected feature of this section for 
me was that twenty-two respondents answered positively. Only one said it 
is not good although it happens because “...therefore it‟s quite sad, when 
someone who is more suitable, better educated or with appropriate 
experiences may be disqualified just because he‟s a bit shy.” Majority of 
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students who were for argued by statements like: “It is important to be 
able to persuade the employer that you are the best. CV or covering letter 
is our first contact with the firm and we must show us in the best way.” or 
“If people have real experience they have to sell that.” Two left people did 
not want to answer or did not know if it is right or not.  
 
QUESTION ANSWERS NUMBERS OF 
PEOPLE 
Do people sell 
themselves in CVs 
and covering 
letters? Is it right? 
 
I do not know. 1 
I do not want to 
answer. 
1 
Yes. 22 
No. 1 
 
Although sometimes it could be a bit unfair that a person with lack 
of education or skills wins because he or she was better prepared in the 
way how to write CV and covering letter and how to hid there some 
negative features of his or her biography and only point out the suitable 
and best ones, all people have same possibilities to learn how to create 
winning CV. There exist plenty of good books where they can find all 
information that could help them and then they have the same means as 
the others. If a person is really the best one for a job because he or she 
has the right required experiences and abilities and he or she even knows 
how to sell these things, it is uncommon and maybe also impossible that 
he or she will fail.  
 
 Seventh question 
All respondents thought positively about the issue if it is important 
to change CV in accordance with recent events. It shows that they all 
have some awareness of how to behave during making up CV. Four 
people even pointed out something like: “...not only in accordance with 
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recent events but it also depends on which position you apply for.” what 
matches with my opinion. 
 
QUESTION ANSWERS NUMBERS OF 
PEOPLE 
Is it important to 
change CV in 
accordance with 
recent events? 
 
I do not know. 0 
I do not want to 
answer. 
0 
Yes. 25 
No. 0 
 
 
 Eighth question 
The last question which was called 'Do you think you have enough 
information to compose high-quality CV?' was about to find out if 
students, who will in the near future apply for some positions, think they 
are well-informed in this field. Only six people from twenty-five answered 
'no', what seems that universally they have some knowledge because 
some of them may only underestimate themselves.  
 
QUESTION ANSWERS NUMBERS OF 
PEOPLE 
Do you think you 
have enough 
information to 
compose high-
quality CV? 
 
I do not know. 0 
I do not want to 
answer. 
0 
Yes. 19 
No. 6 
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Now I can say that I have gained plenty of valuable information in 
this area thanks to writing this bachelor thesis and I think I am more 
prepared for writing CV and covering letter than I have been and if I forget 
something, I know where to find it.  
 
 
Getting information about how my friends are literate in this area 
was a bit funny for me and beneficial, too. I have found out that they have 
sometimes real gaps in CVs and Covering Letters´ education. Some of 
them even admitted that they could not imagine being able to compose 
good CVs and covering letters alone because they have had a lack of 
information it this field. This of course depends on the fact if they have 
ever had some school subjects concerning this topic. It was visible that 
students of technical or medical branches do not know as many details as 
other students. A few friends have asked me to send them my bachelor 
thesis after creating because they have thought that reading could help 
them to be informed better about this topic and that they could find there 
some important pieces of information. I have appreciated that request and 
I hope that my thesis could become helpful for everyone who is about to 
compose curriculum vitae or covering letter, who needs more particulars 
in this area or who is just interested in.  
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4 CONCLUSION 
 
 Composing of this bachelor thesis was beneficial for me because I 
have learned many new details about this topic and was reminded of the 
older ones. Now I think I am much more able to apply for a vacancy in 
right way. 
 After reading many bibliographies I can describe CV and covering 
letter as a 'selling tool' where people do not need to tell lies because it 
would be probably discovered later. They just have to know how 'to sell' 
by knowing how to emphasize their qualities and not to be shy in doing 
so. In this case of using specific style in writing CVs and covering letters, I 
have found differences between American and the British types. The 
British type appears less self-confident and reluctant in stressing qualities 
of the candidates than the American type. British CV and covering letters 
look like descriptions of interesting points in applicants´ lives and 
information about their interest in the post. On the contrary, American 
résumés and covering letters behave like means that serve to convince 
potential employers about the uniqueness of applicants. American 
documents seem to be more persuasive, I feel. 
 I did not have many problems when I was writing the thesis. Some 
chapters were easier, other ones more complicated, but I enjoyed 
creating the thesis because I can apply findings in my career. 
Section 2.3.1 in my bachelor thesis was one of the most difficult 
ones because distinction between American type of CV called résumé 
and British curriculum vitae are a bit relevant They are displayed 
differently sometimes which I found during comparison of several books 
and web pages. There does not exist only one clear definition and after 
researches, I resorted to the conclusion that of course word résumé can 
be used only in American English and curriculum vitae in British English, 
but I am not sure about the abbreviation CV because sometimes it was 
used in the both cases. Some publications also claim that there is no big 
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difference in layout and form of these versions, but other authors tell 
diverse information, as I hope I recorded in the chapter concerning this 
problem.  
Given the competitive nature of job market, the language of selling 
oneself takes centre-stage. While doing so, there could be different 
consequences for candidates in the two types of CVs and covering 
letters, namely the American and the British.  
What I would recommend to any applicant finding vacancy is that it 
is important to read any book connected with the topic of job and 
documents like curriculum vitae or covering letter before starting to 
contact a company because these books can help people during the 
process of seeking job. The candidates do not have to use „sales‟ 
language to get the job, as the consequences of that could be 
unimaginable. 
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Sample 1: MCGEE, Paul. Writing a CV that works. Oxford: How to Books,    
1997. ISBN 1-85703-365-5, p. 52. 
Sample 2: Ibid., p. 53. 
Sample 3: Ibid., p. 54. 
Sample 4: Ibid., p. 55. 
Sample 5: Ibid., p. 56. 
Sample 6: Ibid., p. 57. 
Sample 7: ASHLEY, A. Oxford handbook of commercial correspondence. 
Oxford : Oxford University Press, 2003. ISBN 978-0-19-457213-
2, p. 272. 
Sample 8: ASHLEY, A. Oxford handbook of commercial correspondence, 
p.11. 
Sample 9: http://www.greexplorer.com/images/CV_Example.gif 
Sample 10: http://www.bradleycvs.co.uk/images/excellent-example-cv.gif 
Sample 11: http://workbloom.com/resume/resume-sample-example- 
  template-image/resume-fashion-executive-01.gif 
Sample 12: http://www.powerful-sample-resume-     
  formats.com/images/combo3.gif   
Sample 13: http://candocareer.com/images/cover-letter-samples/thank- 
  you-letter-sample.gif 
Sample 14: POCKLINGTON, Jackie. Přijímací pohovor v angličtině. 
 Praha: Grada, 2008. ISBN 978-80-247-2438-6, p. 166. 
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7 ABSTRACT 
 
My bachelor thesis is focused on CVs and covering letters and 
analysis of mainly British and American ones. The thesis is divided into 
two main parts, theoretical and practical one. Theoretical part consists of 
chapters where I am describing the job application process, am 
explaining what CVs and covering letters are, when they are used and 
what are their types. There is basic information about the interview, too. 
In practical part, we can find forms of CVs with examples and comparison 
and structure of CV and covering letter with all parts. I have described 
and compared the language of these documents and have done research 
on the basis of the questionnaire which is also included in practical 
section. My thesis is applicable to an ordinary life, for example when 
someone is seeking a job because there is displayed the whole process 
of it.  
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8 RESUME 
 
 Moje bakalářská práce se zaměřuje na životopisy a motivační 
dopisy a srovnání hlavně těch britských a amerických. Práce je rozdělena 
do dvou hlavních částí, teoretické a praktické. Teoretická část se skládá z 
kapitol kde popisuji proces získání práce a kde vysvětluji co jsou 
životopisy a motivační dopisy, kdy se používají a jaké jsou jejich typy. 
Také se tam nachází základní informace o pracovním pohovoru. V 
praktické části můžeme najít formy životopisů s příklady a porovnáním a 
také strukturu životopisu a motivačního dopisu se všemi částmi. Popsala 
a porovnala jsem jazyk těchto dokumentů a udělala jsem výzkum na 
základě dotazníku, který je také zahrnut v praktické sekci. Moje práce je 
aplikovatelná do běžného života, například když někdo hledá práci, 
protože je tam celý tento proces popsán. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 9 APPENDICES 
Appendix 1. 
 
 
 
Source: www.resumewriters.com 
 
 
 Appendix 2. 
 
Source: POCKLINGTON, Jackie. Přijímací pohovor v angličtině. Praha: Grada, 
     2008. ISBN 978-80-247-2438-6 p. 173 
 Appendix 3. 
 
Source: http://candocareer.com/images/cover-letter-samples/thank-you-
letter-sample.gif 
  
 
 Appendix 4. 
 
 
 
Source: POCKLINGTON, Jackie. Přijímací pohovor v angličtině. Praha: Grada, 
     2008. ISBN 978-80-247-2438-6, p. 166 
 Appendix 5. 
 
 
 
 
Source: MCGEE, Paul. Writing a CV that works. Oxford: How to Books,  
     1997. ISBN 1-85703-365-5., p. 31 
 
 
 Appendix 6. 
 
QUESTIONNAIRE 
 
1) Do you know any differences between résumé and CV? 
 
o I do not want to answer. 
o No. 
o Yes. Explanation: 
 
 
2) What is covering letter and when is it used? 
 
o I do not know.  
o I do not want to answer. 
o Explanation: 
 
 
3) Have you ever needed curriculum vitae in English? 
 
o I do not want to answer. 
o No. 
o Yes. Explanation (when): 
 
 
4) What should curriculum vitae contain according to your opinion? 
 
o I do not know.  
o I do not want to answer. 
o Explanation: 
 
 
5) Can you imagine telling lies in CV or covering letter? 
 
o I do not know.  
o I do not want to answer. 
o No. Explanation: 
o Yes. Explanation: 
 
 
 6) Do people sell themselves in CVs and covering letters? Is it right? 
 
o I do not know.  
o I do not want to answer. 
o No. Explanation: 
o Yes. Explanation: 
 
 
7) Is it important to change CV in accordance with recent events? 
 
o I do not know.  
o I do not want to answer. 
o No.  
o Yes.  
 
 
8) Do you think you have enough information to compose high-quality CV? 
 
o I do not know.  
o I do not want to answer. 
o No.  
o Yes.  
 
 
 
Your age: 
Faculty of your studies: 
 
 
 
 
 
 
 
Thank you very much for cooperation!!! 
